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Electronic Filing System Guidelines
for Candidates & Committees




ATTENTION Very Important!

Campaign Finance Reports

MUST be filedIONTHLY
MUST be filecelectronically tirough the SOE website
Reports areDUEthe 15

Reports arePAST DUffe 10" at midnight; UNLESSe 10"

occurs on a Saturday, Sunday, or legal holidthen the report shall be filed
on the next business daySee your Candidate Handbook or our website for
reporting dates.

U MUST be filedn the 60" day immediately preceding the Primary
Election, and biweekly on each Friday thereafter through and
including the 4" day immediately preceding the General Election,
with additional reports due on the 29 and 11" days before the
Primary and General Election

GutE R et e

Any report NOT filed by 11:59pm on the last reporting date
subject to penaltie$ prescribed under Section 106.07,
Florida Statutes

*The fine is $50 per day for the first three days late and thereafter, $80@ay or $500 per day
for each day late if the reporting period immediately precedes certain elections. The total of 1
fine cannot exceed 25% of thetal contributions or expenditures, whichever is greater, for the
period covered by the latereport KS FTAY S Ydzad 6S LI AR FTNRY
(not campaign funds) F.S. 106.07 (8)(b)

REPORTING dates can barfd in Candidate Handbook or SOE website

CANDIDATES:
The last report that is filed is called the Termination Report (TRP or TR&Jidats will receive an
email as to when it will be due.

How to File Financial Repo rts Online: A Handbook for Candidates & Com mitte es

Lagt updateto this document: January 14, 2019

This doc ument was prepared in part using materialprovided to Okeechobee County by VR Sy stems I nc.
Such material is confiden tial and aproprietary trade secret. The softwareis also aproprietary trade
secret. Software and software docum entation are therefore not subject to opendisclosure under Florida
Public Records laws .

© 1995-2015 VR Systems|Inc. All rightsreserved.
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Brief Instructions

Web Address: Go towww. voteokeechobee.com
0  From menu options: choose CANDIDATEOGIN underthe Candidates & Committees heading
0  Enter ID and Password, presso | ogi no
0  Current reporting period is shaded = GREEN

ENTERINGCONTRIBUTIONSpage 10)
0 tNBaa a9yGSNI/2yGNRodziA2y asé
0 tNBaa a!RR /2yiGNROdziA2YE fAY]
0  Enter date
0  Contributor Name (if company, put company name in LAST NAME field)
0 Address: this has to be@mplete mailing address
o City, State and Zip: must be completed
0  Contributor Type:
o /FYRARFIGS RSLIRaAGSR GKSANI 26y Y2ySey / K2
LOAN
0 If money was a contribution from other sources, choose fanop-down list
0 Contribution Type: chose from dregiown list
0 Once you have completed the form, pre&gBMIT
Once it is saved, you will get another blank form where you can add another entry. If you are done entering
O2y iNROdziAZ2zyas LINBaa aOFyOSté¢ 2y o020G2Y0
The program will take you to the itemized contributions screen which allows you to view what you have entered fg
SFOK GNIyalrOlAizyo LT SOSNEOGKAY3I t221a O2NNBOG I yR
(main screen).

[
w»

ENTERINGEXPENDITURES (page 13)
o tNBada G9yidSNI 9ELISYRAGdINB & ¢
o tNBaad &! RR 9ELISYRAGAINBE f Ay
0  Enter date
0  Vendor Name (if company, put company name in LAST NAME field)
0 Address: this has to be a complete mailing address
o City, State and Zip: must lmempleted
0  Purpose:
0 Brief description
0  Expenditure Type: choose from the drdpwn list
0  Once you have completed the form, pr&&SBMIT
Once it is saved, you will get another blank form where you can add another entry. If you are done entering
SELISYRAGIINBEAS LINBaa aOlyOStée 2y o62Gli2Yd
The program will take you to the itemized expenditures screen which allows you to view what you haes dater
SFOK (NI yalrOliArzyo LT SOSNEBOGKAY3 t221a O2NNBOG | yR
(main screen).

ALWAYS MAKE SURE YOU ENTER A COMPLETE and CORRECT ADDRESS,
WHEN ENTERING YOUR CONTRIBUTIONS  AND EXPENDITURES

If Division of Elections audits your records, they MUST have legit addresses
in order to contact your contributors and/or vendors.

_—
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WAIVERREPORT(page 23)
0  When there has been no activituring a reporting period a Waiveeport will be generated and
submitted.
PREVIEW THEREPORT(page 17)
Previewing a report doesot submit the report to our office
0 tNBaa at NBLINB ¢20lf a¢
o tNBada Gt NBLINB ¢2iGlfaé¢ Ay ySEG 6AYR26
0 t NBaa az+ Abfings up a PONIfyaduEreport)
0  Your report has DRAFT on it, but it also shows your entries

SUBMITTINGA REPORT(page 19)
0  Once you have prepared the totals and have reviewed your report and it is complete and correct.

0  Onmain report list screen: preés/ NBF S CAylFf wSLI2ZNI C2N wS@ASsé
0 tNBaa a/NBFGS CAYylf wSLRNI FT2N wS@ASgéE | ILAY
0  Enter Candidate/Committee Electronic Signature PIN
0  Enter Treasurer Electronic Signature PIN
0 t NBaa a! gsdbiidyepart toleléctions office
0  Once the elections office getnail that the report was submitted, it will be reviewed and
accepted.
o However, if the report needs to be amended, treasurer / candidate will be notified via email and the
amended report must be submitted within seven days from notice.
AMENDING AREPORT(page 24)

FIRSEontact the SOE office to see if the report carREET®RNEDs0 you can merely make changes. If the report
cannot beRETURNEhen follow instructions ttAMEND

0 Inthe Reporting Main Screen, choose the reporting period that needs to be amended by predsivgS ¥ R é
o {ONBSyYy gAff LI2L) dzLINBIYiS¥ER wSLI2NI8Y t NBaa a/
0 2KSy GKS NBLERNI fAad NBFLIWSEFNARE f221 F2N GKS NBLR
reporting date / covered period (left columi)page25
0  Enter the new data using the buttons (expenditure, contributions, etc).
0 If you need to amend an item ahe original report¢ page28
0/ K2248 4G9yGSNI /2y (iNAROGdziA2zyad 2N 9y (iSNI 9ELISYRA (idz
On next page, clickmend item from Orig Report
| K2248S SyidNB FTNRY fAad YR LINBaa a! YSYR LGSY¢
Correct item and presSUBMIT
Next page will show the deleted item and the added item
This completes the change to the original item. From here you can change another item, add a new
item, or return to Report List.

O O O o o
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What do I needto aeate reports online?

w A omputer equipped with:

T An Internet connection.

T Awebbrowser configuredto accept cookiesandwith pop-up blockers dsabled. In
thisdocument, the examplesshown use Internet Explorer.

T Adobe®Acrobat®Reader, which you will needto view and print your reports. If you
don®@have the Reader software on your computer, you can downloadit free of
charge from:

www.adobe.com

T Aprinter, if you want a had copy of the report for your records.

w A candidade ID and pasword.

Thiswill be providedto you by the elections office.

Candidéaesneeda rnew ID each time theyrun for office, evenwhentheyare runningfor
reelection to the same office. Committ eesalso needa new ID for each election.

GCommitteesof continuousexistence typically ae albwedto keepthe same ID, but this
variesfrom county to county. Some countiesprefer to asggn committ eesof continuous
existence anew IDfor each election.

The password can be changed after you log in, if you wish.

w PINsfor the candidae and campagn treasurer passvord.

Two 4-digit PINswill be providedto you by the electionsoffice. Yau canchange the PINs
after loggingin, if you wish. (See page 41 for instructions.)

VR Systems Confidential/Proprietary Trade Secret 3
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What@ down in an online financial report?

As you know, Horida law requiresthat candidates and political committeesfile monthly reports with
the Sugervisorof Hedions. Thesereports detdl all contributions recavedand expendituresmade by
or on behalf of the candidate/ committee. The Voter FocusCampaign Fhandal Reporting sygem
givescampaign treasurers aneasyway to @mplete and, optionally, file theserequired reports,
online.

Eachreport generated bythe Campaign Financial Reporting systemis aPDFfile that can be viewedin
Adobe®Acrobat® Reade. The PDF an be submitted online, signed bythe candidate@ and treasurer@
electronic personal identification numbers (PINSs).

Once areport isaccepted by the Supervisor of Hections, it will appearon the dections website and can
be viewed bythe public. Along with the financial reports, you have the option of providing ashort
description (or cbiog) of the candidate/ committee and a photograph.

HereQ a examyple of a monthly report:

Hrst, there@a summary page

CAMPAIGN TREASURER'S REPORT SUMMARY

OFFICE USE ONLY
[1088118]
—— | submitted on
6€/4/2015 16:25:24 (eastern)
[] Check here if address has changed (3) ID Number 312
(4)  Check appropriate box(es): ‘

[ Candidate  Office Sought County Commission, District 3

[ Political Committee (PC)

[ Electioneering Communications Org. (ECO)  [] Check here if PC or ECO has disbanded

[ Party Executive Commitiee (PTY) [ Check here if PTY has disbanded

[ Independent Expenditure (IE) (aiso coversan (] Check hare if no other IE or EC reports will be filed
individual making electoneering communications)

(5) Report Identifiers

Cover Period: From & A | /12015 To 6 /130 12015 R
[ Original [] Amendment [] Special Election Report CAMPAIGN TREASURER'S REPORT ~ [TEMIZED CONTRIBUTIONS
(6) Contributions This Report (7)  Expenditures This R¢ (1) Name (2) 10. Number
Monetary 077015
Cash & Checks . B . 150 . 00 Expenditures  § (3) Cover Period tresign ' ! WPage ' ot
Loans $ » . 0.00 Transfers to O
Office Account ~ $ ;
Total Monetary ~ $___, 150 . 00 Rl [y prey ey
Total Monetary ~ § =
In-Kind $ «___ 300,00
(8)  Other Distributions
H .
(9) TOTAL Monetary Contributions To Date (10)  TOTAL Monetary Exj (4) Mame e
$ 5 , 250 . _00 s s R
- — 230 . 00 — - () Cover Parios

(11) Certification . »
Itis a first degree misdemeanor for any person to falsify a public record (ss. case
» o
I certy that | have examined this report and it is true, coect, and complete Soqomace
1 Nt
(Type name) (Type name) P Wiiep | tay ]
D) indwidust (omy for & 03 Treasurer ) Dopaty Troaswor [ Canadale 0 Chan| b A L
or elecscneenng comm ) *
X =— X = —
Signature Signature ! ! 74
DS-DE 12 (Rev. 11/13) SEE REV [ oe o=

Then, an itemized list of | |
contributions — : | 22|

O8-DE 13 (Rev. 1w |

L4 ]

Next, alist of expenditures . L2z

L L

D808 14 hev. 13 |

K REVERSE FOR INSTHUCTIONS AND CODE VALUES

VR Systems Confidential/Proprietary Trade Secret 4



How do | start?

Log into the Campaign Fhancial Reporting system like this:

1 Typethiswebaddressinto your browser:

www.voteokeechobee.com

Candidates &
Committees

How to Become a
2 tt1 OS OdzNE2NJ 28SN) &/ | yRARI ERVA
to display available options 2016 Candidates

{ S f é é l:l d / | )/ IQ Re:::t:i:al;:tes

Candidate Forms

Welcome to our website.
resource helpful when regi
looking idate

kee

Candidate Login

Candidate File
Access

We welcome any suggestion: wur

website more useful. Please rail o

wisit our office.

Financial Reports

Data Requests

Financial Reports

Committee
Reporting Dates

Committee
Forms

Committee Login

106.07(8),

Numeric Candidate ID (no leading zeros) ,

rida Statutes.

\ Passwordl ‘ l Login J

Forgot Password?

4 Clik LLeain]

By the way...
You can change your password onceyou get on the system; seepage 40.

VR Systems Confidential/Proprietary Trade Secret
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What you seewhenyou login.

Thisisthe main page of the Canpaign Fnancial Reporting System. It showsthe reporting periods
for the campaign. We call this page the Report List.

Hection

N\

Officeor isue Your name Your candidate ID
) )

Candidate/Comniittee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

Edit Candidate/Committee Bio Information/Upload Photo ‘ Change Password/PINs

Export All Transactions CSV |

[ Hobp |

Press Nelp for information on using the new "Import Entries’ feature.

Candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Total | Total
Rpt Date Contrib | Exp Status

—)

No Data Entered Import Entries
his report is Enter Contribution{ Enter Transfers
now overdue

1 day. Enter Expenditure{ Enter Distributions

2015-5
(05/01/2015 - 05/31/2014) 6/3/2015

Prepare Totals

Sles ST L Create Waiver Report

N

Import Entries
No Data Entered Enter Contribution{ Enter Transfers

2015-6

(06/01/2015 - 06/30/2015) 7/10/2015 - Enter Expenditurej Enter Distributions

Prepare Totals

Create Waiver Report

S-"

View Contributiond View Transfers

Submitted - . - — -
2015-7 $50.00 | _ | #1073251 View Expenditures View Distributions
(07/01/2015 - 07/31/2015) 8/10/2015 | {1 item) Unlock this report Print Amend

Export CSV

Time petri

odswhen financial reportsare required.

Golorsindicate reporting periods:

Past Reporting Periods (beige)

Current Reporting Periods (green)

Future Reporting Periods (blue)

The reporting periodsare color-codedto helpyou choose the correct period for reporting data.

VR Systems Confidential/Proprietary Trade Secret 6




The past and future reporting periods are locked to prevent you from inadvertently ertering
current data into a past or future report. If you needto enter past or future daa, you can easily

unlock the report by clicking [

Unlock this report

The colorsof the reporting peaiodsswitch automatically at midnight on the due date of the current

report.

If any of your reports are overdue or the due dateislessthan 10 days avay (that is, 9or fewer days
from today), youd) see amessagdike thisat the top of the page:

v

Warning!

Candidate/Committee : Carolyn J. Casadonte (312)

Office : County Commission, District 3

Log Out Edit Candidate/Committee Bio Information/Upload Photo ‘ Change Password/PINs

Export All Transactions CSV

[e ]

Press Help for information on using the new "Import Entries' feature.

candidate Reports

Election : County 2015 (2015-11-04)

Past Reporting Periods Current Reporting Periods Future Reporting Periods

Rpt Date

Total
Contrib

Total
Exp

Status

2015-5
{05/01/2015 - 05/31/2014) 6/3/2015

No
h
no'

14

/

Data Entered
is report is
w overdue
days.

Unlock this report

Import Entries

Enter Contribution

Enter Transfers

Enter Expenditure!

Enter Distributions

Prepare Totals

Create Waiver Report

D" A

»

And the due/overdue report(s)
will be highlighted aswell.

After 180 days, overdu
reports are no longer
highlighted as late.

If areport is ovedue, you needto take immediate action to file the report.

Any report NOT filed by 11:59pm on tHast REPORTING datesishject
to penaltiest prescribed under Section 106.07, Florida Statutes

* The fine is $50 per day for the first three dayte land thereafter, $500 per day or $500 per
day for each day late if the reporting period immediately precedes certain eleclitnestotal of
the fine cannot exceed 25% of ti@tal contributions or expenditures, whichever is greater, fo
the period coveed by the late report.¢ KS FAY S Ydzad 065 LIPERBONAINE
FUNDSgnot campaign fundgf}.S. 106.07 (8)(b).
REPORTIN@ates can be found in Candidate Handbook or SOE website

VR Systems Confidential/Proprietary Trade Secret



Let@ ook at the current reporting period.

Nameof

Contributions sofar

reporting period

Expendituressofar

Command buttons
for entering data.

WeQ fodk at these
more closely onthe

next page.

/

Candidate Repogfs

/

Election : County 2015 (f015-11-04)

/

Past Repofting Periods Current Raportll/Paﬂods Future Reporting Periods

/
/

Unlock this report

Print

Rpt Date T ng‘ Status /
vl froe View Contributiong  View Tran:
1]
2015-5 $50.00 =yhae116 View Expenditureg View Distribtions
(05/0}/2015 - 05/31/2015) 6/3/2015 [ (1 item)

Amend

'

Import Entries

Enter Contribution

Enter Transfers

Enter Distributions

Satus of the report.

Not Filed
2015-M-9 $450.00 | | Data Entry Started Enter Expenditure
{09/01,/2015 05/20/2015) 10/13/2015 | (3 items) \ Prepare Totals
\ Create Final Report For Review
Export CSV |
2015-7 £50.00 #1073251
(0F/01/2015 - 07/31/2015) 8/10/2015 (1 item) Unlock this report
Sart and end dates Dae when
report isdue

of reporting period

VR Systems Confidential/Proprietary Trade Secret

In thisexample, the candidate has
entering some of their
contributionsfor the current
reporting period, but hasnQ {
entered their contributionsor

ed their report yet to the

started

submitt

electionsoffice.



About those command buttons...

To manually enter
CONTRIBUTIONS and EXPENDITURES
click here

Imp% Entries
Enter Contribution)/' Enter Transfers
o | Enter Expenditure] Enter Distributions

(06/01/2015 - 06/30/2015) 7/10/2015 | (3 items)

Prepare Totals
__YyCreate Final

Export CSV

ort For Review

Submit your
report to the
elections office.

Create & view a DRAFT
copy of your report for this
period prior to submitting

to the Elections Office.

ALWAYS MAKE SURE YOU ENTER
THE CORRECT

DATENEACH
TRANSACTION!

VR Systems Confidential/Proprietary Trade Secret 9



Contributions

Click \

Import Entries

|Enter Contributions |

to bringup a st of the contributionsrecorded so far:

Edt letsyou
modify details on
anexisting
contribution.

Campaign Treasurer's Report - Itemized Contributions
Election : County 2015 (2015-11-04)
Report Date : 2015-6
{2015-06-01 - 2015-06-30)
Add Contribution Return to Report List Amend Ttem frem Orig Report
Seq Date Contributor LariEuiae Occupation LariEuisam In-K”:'d . Amend | Amount
Mum Type Type Description
Marsha Kirk i
Edit Delete 1| &/2/2015 | 85% Hillcrest Drive | Individual Cash Delete | £50.00 }
Palmette, FL 32312
Anna Lee Barber
Edit Delete 2 | 6/2/2015 | 45 Wilson Blvd Individual Check Add $100.00 1¢
Palmette, FL 32312
\ Total In Kind £0.00 |«
\ Total Monetary £50.00 |«
\ Total $50.00 |«
\ Add Contribution Return to Report List

Delete letsyou
delete the
contribution
altogether.

Date [5 |v|{22 jv]{2009 v

Last

Contributor Name

First

Address 1

Address 2

City sT

Amount $

Contributor Type

Individual

Contributor Occupation

Contribution type

Cash

In-kind Description

3

1

The Totalsrows show you a===
breakdown of In- Kind and
Monetary ontributions along
with the combined total.

Return to Report Lid Tekes
you backto the list of

reporting periods.

Click Add Gontributionto bring up the form
for entering contributions.

Date of item (mm/dd/yyyy)

Enter last name or company name if a business

Middle
Zip
e Select the type that best describes this contributor

The occupation of the contributor is only required if
the amount is over $100

i
Per F.5. 106.09 effective 01/01/08 - A person may not
make or accept a cash contribution in excess of $50.
Type the description of any In-kind contribution.

i

VR Systems Confidential/Proprietary Trade Secret
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Adding a new contribution iseasy.

If the contributor is an organizaion
rather than an indidual, enter the
organizaion name in the Lag field.

And leave the First and
Middlefields blank.

Date |8 v |/ 18 v /|24 ¥

Last
Contributor Name
First Middle
Address 1
Address 2
City S Zip
Amount 5
Contributor Type | | Individual v
Contributer Occupation Business
Committee
Palical Party
Other

Electioneering Communicaiton Organization
Paolitical Committee (Federal or State)
Candidate to Themselves

Contribution type | | Cash v

Check

In-Kind

Interest

Loan

Membership Dues

Refund P
Maoney Order

Carry Over Funds
| Multiple Uniform Contribution

In-kind Description

Most of the entry fieldsare lf-
explanatory. The blue amlumn hastipson
whatQ i@quired.

Date of item (mm/dd/yyyy)

Enter last name or company name if a business

ALWAY $hclude complete address,

city, state and zip code for EACH ent

Select the type that bast describes this contributor

The occupation of the contributor is only reguired if the amount is over $100

Per F.5. 106.09 effective 01,/01/08 - A person may not make or accept a cash
contribution in excess of $50.

Type the description of any In-kind contribution.

| Submit I Cancel |

/ List Contributors

WhenyouQdZompleted the form,
click Stomit.

If the system says youQedmitt ed
requiredinformation, you mug
provide it before the contribution
canbe saved.

After the contribution is saved,
youQ) get another blank form
where you canaddthe next
contribution.

Click cancel when youQeZsaved the
last contribution you want to add
right now.

VR Systems Confidential/Proprietary Trade Secret
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Contribution type should be one of these:

Most Frequently Used

Cash Currency[MAXIMUM $50.00per electior]
Check Traditional paper check

An item of value other than money or volunteer services
In-kind In-kind Description:Enter a specific description of the-in

kind contribution. ExampleFood and beverage

Loan Money loaned to the campaign rather than given outrigh

How to Report

/' ' aKASNRa /K Report as CASH

Credit Card Report as CHECK
Debit Card Report alCHECK

Electronic Funds Transfer Report as CHECK
Money Order Report as CHECK
PayPal Report as CHECK
¢ NI oSt SNRa / Report as CHECK

Wire Transfer Report as CHECK

Other Contribution TypesMembership Dues, Refund, Carry Over Fundéuftiple Uniform Contribution

CAUTION:

Not all other contribution types are meant for Candidate use. If you believe one of these to be the appro
type for your entry please contact the SOE of¢e=FOR&.bmitting your report.

VR Systems Confidential/Proprietary Trade Secret 12




Expenditures

Clck
Enter Contributions
|Enter Expenditu re_sj
to bringup a lst of the expendiuresrecorded so far:
Export CSV
Campaign Treasurer's Report - Itemized Expenditures
Election : County 2015 (2015-11-04)
Report Date : 2015-6
(2015-06-01 - 2015-06-30)
Add Expenditure Return to Report List
Seq Expenditure
Num Date Vendor Purpose Type Amend | Amount
Davis Communications
Edit Delete 1| &8/4/2015 | P.O. Box 3488 Retainer for advertising. | M&getary $500.00
Tallahassee, FL 32432 <
'y
\Otal $500.00
Add Expenditure Return to Report List \

dick Edt to modify
details on an existing
expenditure.

Qick Delete to remove
the entry altogether.

a

RETURN to Report List

Takes you backto the
list of reporting periods

Clck Add Expendituresto bring up the form
for entering expenditures.

Date | [5 |v|f22 »|f2009

Last
Vendor Last Name
First Middle
Address 1
Address 2
City 5T Zip
Amount 3
Purpose
: Maoneta v
Expenditure type v

Date of item (mm/dd/yyyy)

Enter last name or company name if a business

ALWAY $hclude complete address,

city, state and zip code for EACH ent

Type the purpose of the expenditure.

Please refer to the Campaign Treasurer Handbook
for the state of Florida to ensure you are using
the correct transaction type.

VR Systems Confidential/Proprietary Trade Secret
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Adding a newexperditure is easy

If the vendor isan organizaion rather than an ind¥idual, enter the
organizaion name in the Lag field and leave the First and Middle fieldsblank.

Date

Vendor Name

Date of item (mm/dd/yyyy)

8w /2014 v
Last
Entar last name or company name if 2 business

First Middle

Address 1

Address 2

City sT Zip

Not sure which Expenditure
Type to choose?
Qickthislink to the Dept. of
Sate website for more
information.

Amount 5

Purpose

i ) L
Expenditure type MDITETEI’}

Petty Cash Withdrawn

Petty Cash Spent |
Transfer to Office Account
Refund Submit || Cancel

Disposition of Funds

Disposition of Funds to Future Campaign
Disposition of Funds to Political Party
Disposition of Funds to Petition Verification
| Reimbursements

About Petty Cash

In Expenditu re Type, notice that there are two
types for petty cash:

A Use Petty Cash Withd rawn when w ithd rawing
fund s from the campaign account for petty cash.
This will add an expenditure of the entered
amount to your report.

A Use Petty Cash Spent to record an expense
out of petty cash.

Petty Cash Spent does not add an expen diture
to the report because the expen diture was
alre ady recorded as Petty Cash Withdrawn.

It& important to keep accurate petty-cashrecords
so your final report will balance.

Type the purpose of the expenditura.

Please refer to the Campaign Treasurer Handbook
for the state of Florida to ensure you are using
the correct transaction type.

WhenyouQeZompleted the
form, click Sulmit.

After the expendiure is saved,
youdl get another blankform
where you can addthe next
expendiure.

Click cancel when youQedsaved
the last expendture you want to
addright now.

VR Systems Confidential/Proprietary Trade Secret
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Expenditure type = should be one of these:

Monetary General expenditure type used when a specific type does not apply.

Prorata refunds to contributors, donations to charitable organizations, donations to

. . the State general revenue fund, or the return of matching funds toStede.
Disposition of Funds

Disposition of Funds expenditures are for use by candidates only and are only used
on Termination Reports. They are not part of the Monthly Total Monetary amounts.

Other ExpenditureTypes Petty Cash Withdrawn, Petty Cash Spent, Refund steato Office
Account, Disposition of Funds to Political Party & Disposition of Funds to Petition Verification

CAUTION:

Not allapply to monthly reporting requirements; some are SPECIFIC to the Termination Répott.
believe one of these to be the appropriate type for your entry please contact the SOEBER@RE
submitting your report.

VR Systems Confidential/Proprietary Trade Secret 15




AFew Notesabout 2 YV G NRAOdziA2ya 9 9ELISY

Unauthorized Contributions

Any contribution received by a candidate with opposition in an election or by the campaign treasure
a deputy campaign treasuren the day of that election or less than 5 days prior to the daytloé
electionmust be returned to the contributodt may not be used or expended by or on behalf of the
candidate. (Section 106.08(3), F.S.)

Anonymous Contributions

2 KSYy I OFYyRARFGS NBOSA@Sa |y ly2yeéyYzdza O2ydN
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explaining the circumstancesirrounding the acceptanaaf the anonymous contribution.

The candidate CANNOT spend the anonymous contribution, but at the end of the campaign can do
the amount to an appropriate entity under Section 106.141, FX8vision of Elections Opinion-89)

Contribution Limits
Caé contributionsé A y Of dzZRAYy 3 OF aKASNDa OKSOlU0 FTNRY |lye
election. (Section 106.09(1)(a), F.S.)

Total contributions from any one contributor (including family members) may not exceed $1000.00 p¢
election. (Section 1068 (1)(a)2, F.S.)Exception Amounts contributed by a candidate to his/her own
campaign. (Section 106.08 (1)(b)

FYI: Total = Sum AL Lcontribution types received from any one contributor (Cash + Checiintt)

Sufficient Funds foExpenditures

No candidate, campaign manager, treasurer, deputy treasurer, opargon acting on behatif anyof
the foregoing, shall authorize any expenses, unless there are sufficient funds on deposit in the pr
depository account of the candidate to pay thdl famount of the authorized expense, to honor all othe
checks draw on such account, which checks are outstanding, and to meet all expenses previg
authorized but not yet paid106.11(4), F.S.

Sufficient funds means that the fundsiasue have been delivered for deposit to the financial institution a
which such account is maintained and not that such funds are available for withdrawal in accordance wi
deposit rules or the funds availability policies of such financial instiuti®6.11(4), F.S.

Payment of Campaign Expenditures

All campaign expenditures must be paid by a check drawn on the campaign account or debit card used
of campaign checks, which are considered bank checks if issued from the same campaign seeount;
requirements as provided in the Candidate & Campaign Treasurer Handbook (except petty@&ghjl)(a),
F.S.
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Want to see how the report is adding up? Just do a preview.

Previewing of reportsisn@required. But ilis@ goad ideato preview the report before you submit it,
to catch anydataentry errors, missngtransactions, or other anomalies.

Yau can preview a report asmanytimesasyou like, make changes, and preview it again until
you are confidentit is correct and complete. Thenyou can submit the finishedreport to the

Sipervisor. Once areport hasbeensubmnitted, it cannot be changed, so you want to be sure you
preview each report carefully.

Previewing areport DOESNOT submit the report to the Qupervisor.

To preview your report so far:
Click

Import Entries
Enter Contributions
Enter Expenditures

LPreoare Totals_!
(ST

Delete Report

Export CSV

to bringup this page:

Prepare Totals

NOTE: This is NOT your OFFICIAL report — it is a PREVIEW ONLY. Click [ Prepare Totals ]
After your review, you must use the
CREATE FINAL REPORT FOR REVIEW
button to generate your final report and then you must assi
your PINs to the report to officially file your report with ou
Candidate : Carolyn 1. Casadonte (312} Office : County Commission, District
Report Period 06,/01/2015-06/30,/2015 Due Date 7/10/2015
Contributions $50.00 Expenditures $0.00
Transfers $1,500.00 Distributions $0.00

to total the contributionsand
expendituresfor thisreporting

period. Yaudl be returnedto

Click on the 'Prepare Totals' button below to prepar e report totals.

the Reprt List, which now has

Once this is done, you can Preview the repgp#trom the report menu.

abanner like this:

Prepare Totals || Cancel

Report (6/1/2015 - 6/30/2015) Preview is ready

NOTE: This is NOT your OFFICIAL report -- it is a PREVIEW ONLY.
You must still generate and submit your final report after you

complete your review.
Your cutput PDF file (./pdf_cfetraining/e60c312_6_dhc691sdc359.pdf) has been produced and is available to be previewed.

LT &2dz KI 8§
Preview Acrobat Reader on your
i report, you will need Adobe Acrobat computer, you must do

[\ c«rm I it now.
. If you have not previously installed Adobe Acrobat, click here to download it Adobe Click the Acrobat Reader

icon to go to the
Click Preview in the bannerto bringup aPCFof your report. download site.

You only need to install Adebe Acrobat one#
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